Marion County Recorder Guideto Records Record Remotdly Plus

In order to login to Recorder’s Remotely Plus, you must click the “globe” icon at the
bottom of the Marion County Recorder’ s Office main page that looks like this:

Instructions on how to use the new Recorder's Remotely Plus

‘; Click here to logon to Eecorder's Eemotely Plus.
After clicking on this globe, you will arrive at aweb page that looks like this:

L1 htpsdMvprcrecorder. indpgon. g

Log In

User Hame: |

Passwordl:

At this point, you need to login to the system using the login information provided to you
from the Marion County Recorder’s Office IT Department.

After inserting thisinformation correctly and logging in, you will come to a page that
looks like this:

Marion County Recorder’s Office
Web/VPN

Applications & =7 24 & | Welcome

&) vop @ up

Logon / Logoff Procedures
5
Recorder Index (F2)
Recorders
Client 32 Tt LOGON
finstructions Selecting F2 from the main window will praduce @ TPX logon screen. On the right side of the screen under the date,

enter the RT number for the userid, Press Enter.

LOGOFF:
Anywhere from the Recorders Index Screen, by pressing Ctrl & F6 keys, will place you at the main menu

Message Center

The Message Center displays any information or error messages that may occur,
Log Off

resentation Server client (Pluginy for 32-bit Windows installed on your system
t

2 wMetaFrame Presentation Server Client for 32-bit Windaws

Other clients are available from the Citrix client download site




At this screen, you will need to click on the MetaFrame Presentation Server Client for 32-
bit Windows link that looks like this:

! M etaFrame Presentation Server Client for 32-bit Windows

A message box will appear on screen and will ask if you would like to save the ica32t.exe
file. Click on the Save File button to do so (if possible, save the file to your desktop):

il Opening icai.exe E

Y'ou have chozen to open

ical?t exe

which iz a: Application
from: hittps: A*vpn.recarder. indygoy. org

il twfould wou like to save this file?

l Save File ] I Canicel I

Once the file is downloaded, there should be an icon available for installation. Double
click on thisicon once you have found it (likely on your desktop):

After double-clicking on thisicon a dialog box will appear that looks like this:

MetaFrame Presentation Server Web Client for Win32

\:{)) Thiz will install MetaFrame Presentation Server Web Client for Win32, Do pou wizh to continue?

Ve Mo

Click the Y es button to install .



Then alicense agreement will appear. Click this Y es button to continue:

Citrix License Agreement

CITRIR]LICEMSE AGREEMEMT

Thiz iz a legal agreement ["AGREEMEMNT"] bebween vou, the Licensed User,
and Citri Systemsz, Inc.. or Citrig Syztems [nternational GmbH. vour lozation of
receipt of this PRODUCT determines the licenzsing entity hereunder [the
applicable entity iz hereinafter referred to as "CITRE"]. Citnx Spstems, Inc.. a
Delaware corporation, markets and supportz thiz product or feature release [bath
hereinafter "PRODUCT "] in the Americas. Citrix Systems International GmbH, a
Swizs campany whally owned by Citriz Sustems, Ine., markets and supparts this
PRODUCT in Europe, the Middle East, Africa, Aszia, and the Pacific. BY
SELECTIMG "| ACCEPT" BELOW, %'0OU ARE AGREEIMG TO BE BOUMD BY
THE TERMS OF THIS AGREEMEMT. IFvOU DO WOT AGREE TO THE
TERMS OF THIS AGREEMEMT, SELECT "I DO WOT ACCEPT" BELOMW AMD
DO MOT IMSTALL OR USE THE PRODUCT.

1. GRAMT OF LICEMSE. Thiz PRODUCT containg software that

pravides zervices on a computer called a server ['Server Saftware''] and may
contain software that allows a computer to accesz or wtlize the services

provided by the Server Software [“Clent Softwarg"). Thiz PRODUCT iz icenzed
under a concurrent uzer model. Server Software iz activated by uzer licenses

that allow uze of the Server Saoftware in increments defined by the licenze model -

Vs Mo |

Y ou will then be prompted, once the installation is complete, to restart your web browser

(click ok in thisdialog box to closeit, or click the@ button).

MetaFrame Presentation S3erver Web Clhent for Win32?

Setup completed succezsfully. *vou may need to restart your web browser o activate changes

Please close your web browser (Internet Explorer, Mozilla Firefox, Netscape, etc.) and
reopen it.



At this point return to the Marion County Recorder’ s Office Home Page, and click again
on the “globe” to return to the Record’ s Remotely Plus access. Y our page will look like
this:

Marion County Recorder’s Office
Web/VPN
Log in @) Welcome
{Jser il Logon / Logoff Procedures
i Recorder Index (F2)

Passward:

LOGON:
Selecting F2 from the main window will produce a TPX logon screen. On the right side of the screen under the date, er
the RT number for the userid. Press Enter.

Chsaind] goorr,

Anywhere from the Recorders Index Screen, by pressing Ctrl & F6 keys, will place you at the main menu

Advanced Options >>>

Message Center

The Message Center displays any information or error messages that may occur.

1 You do not have the MetaFrame Presentation Server Client (Pluging for 32-bit Windows installed on your system
=3 must install the client to launch applications.

Select the icon below to install the client.

2 MetaFrame Presentation Server Client far 32-hit Windows

Other clients are available from the Gitrix client download site

Log in to the dialog box at the left using the User name and Password given to you to log
into the system. Once thisinformation is accepted, double click on the Client 32 icon

that looks like this:

Client32

Thiswill launch a dialog box that will look like this:

i Opening launch.ica X

You have chozen to open

@ launch.ica

which iz a: Citrix ICA Conmection
from: https: /Mvpr recorder.indygoy. arg

I What chould Firefox do with thiz file?

(®) Openiwith | Citrix IC4 Client Engine (win32] (default) v
() Save ta Digk -

[ Do this autamatically for files like this from now on.

o Lol ]




Make sure the Open with option is selected, and then click the OK button. The Records
Remotely Plus System will then begin loading.

Hereisthefirst screen you will see when using our Records Remotely Plus System:

LandTrak Document Inquiry System

Marion County Recorder's Office

LandTrak Document Inquiry System

W'hat would pou like to da?

Search the temporary document index @

Yiew, print, or email a document by instrument number @

Connect to the Recorder's Index System @

At this screen you can go into the menus of:
1. Searching the temporary document index
2. View, print, or email adocument that you have an instrument number for

3. Connect to the Recorder’s Index System

Here is what the Sear ch the Document Index menu looks like:

LandTrak: Search the Document Index

| Search By | F!esults_

@ D ate received:
Recarding nurber: I
Document type: :.[AII]

Grantor name: |

Grantee name:

At this screen you can search documents by:
- The date the document was received
The instrument number of the document
The document type
The Grantor name
The Grantee name



Thisiswhat the Results screen will 1ook like after a search in the Search the Document
Index screen:

LandTrak: Search the Document Index oy W ) g

| Search By Results

Documents matching your search terms

Date Received Ingtrument Mo, Type Grantors Grantees

Select a document from the list and choose a task

Diizplay ‘ I Print ‘ I E mail J I Shows Grantors J I Show Grantees I

Cloze

From the results, you can:
Display
Print
Email
Show Grantors
Show Grantees

Hereisthe View, Print, or Email by Instrument Number screen:

¥iew, Print or Email by Instrum... - [ E

Enter a document ingtrument number: @

What wiould pou like to do with thiz document?

) Wiew it
) Print it

(") Email it [customer login required)

Cloze

From this screen you can:
- View adocument by instrument number (Do NOT print from this screen)
Print a document by instrument number (Insert your name to retrieve)
Save > Not an option available at these Public Inquiry stations!!!
Email adocument by instrument number (Y ou will need aLOGIN from an
account you currently have with the Marion County Recorder’s Office)



Hereisthe Marion County Recorders Index System screen:

HMarion County Recorders Index System

Connected bo mainframe

At this screen you must enter the BL UE sequence to the right (W234REF3 in this case,
but it will be different on your station) into the Userid: field and pressthe ENTER key.

If successful, you will reach the Recorder’s Index System Document Inquiry Menu _

1 |
AT LIME OF

Connected to mainframe

Here are some instructions for searching:




If searching by NAME, go to Line (1) and typeinthe LAST NAME then hit the
TAB key. Then enter the FIRST NAME, and then hit the F4 key.

If searching for aBUSINESS, go to Line (2) and typein the BUSINESS NAME,
then hit the F4 key.

If searching by an INSTRUMENT NUMBER, go to Line (6), and type in the
INSTRUMENT NUMBER. Then hit the F5 key for exact inquiry OR the F2

key to display.

| mportant FAQs/Facts for searching:
Y ou must have the CURSOR on the lineffield you are inquiring in to perform a
search with the F4 or F5 keys or if you are displaying the image with the F2 key.
When inserting numbers for a selection, put the number 0 before inserting single
digit numbers.
Subdivision names are searched using the PLAT search on Line (4).
Be sure to know the instrument number of the document you have, or remember it
once you discover it.
Lines (1) through Line (4) are searched using the F4 key.
Lines (5) through Line (9) are searched using the F5 key.
Y ou can adjust the size of the windows by moving the mouse arrow near the edge
of the window until it appears as a double headed arrow 4> voucan movethe

window by clicking on the title bar with your mouse arrow using the left mouse
button, holding it down, and dragging it to your desired location.

Other keysthat are used include:
- The F9 key will take you to the Main Menu.
The F10 key will take you to the prior screen.
The F8 key will take you a page forward in searches.
The F7 key will take you a page backward in searches.
The F2 key will display an image.
When displaying an image, the F5 key displays the next page.
When displaying an image, the F4 key displays the previous page.
At the Main Menu, the F11 key will clear al of the information on the screen.

To close awindow, you can either click theE X button or press combo Alt+F4
keys.
If the program seems locked, hitting the CTRL key may help unlock the screen.

PLEASE DO NOT CLOSE THE RECORDER INDEX SYSTEM DOCUMENT
INQUIRY WINDOW.
PLEASE CLEAR THE SCREEN USING THE F11 KEY AT THE MAIN MENU.
IF YOU ARE NOT AT THE MAIN MENU, USE THE FO9 KEY WHEN FINISHED
TO RETURN THERE FOR FUTURE SEARCHING.




@ IFYOU REQUIRE FURTHER ASSISTANCE PLEASE CONTACT A
REPRESENTATIVE FROM THE RECORDS DEPARTMENT.



